AFZK- JA 1 Cctober 1999

SUBJECT: Conmon Errors in Preparation of Confidential Financial
Di scl osure Reports (OGE Form 450)

1. PURPCSE: To identify common errors in OGE Form 450 reports.
2. FACTS:

a. Failure to list the specific nane of each nutual fund, as
opposed to just listing the nane of the fund famly. For exanple,
"Fidelity" does not sufficiently identify an asset, but "Fidelity
Magel | an" does.

b. Failure to list underlying assets of an investnent or broker's
account. All stocks and other investnments independently traded in a
broker's account must be reported, even if the broker is naking the
trades for you. A statenent fromthe broker may be attached as | ong as
it provides all the information required on the OGE Form 450.

c. Failure to identify the nane, |ocation, and nature of business
of all nonpublic partnerships, closely-held corporations, and sinilar
private busi ness ventures.

d. Failure to report the assets of a partnership which is not an
"excepted investment fund." Partnerships can be reported without
descri bing the underlying assets only when the interest is alimted
partnership, which is publicly available, and purchased from a broker

e. Failure to list the underlying assets in an | RA account or
401(k) plan in which the filer has control over selecting from anong
various investnent options.

f. Using abbreviations and acronynms that do not fully identify the
financial interest.

g. Failure to check the "None" bl ocks when there are no entries. A
revi ewer cannot assune the failure was an oversight.

h. Reporting assets and liabilities that need not be reported. For
exanpl e, bank deposits, noney nmarket accounts, U S. Government
securities, personal auto |oans and nortgages on the filer's persona
resi dence do not have to be reported on the OGE Form 450.

i. Failure to report the general nature of the filer's or the
filer's spouse's enploynent outside the U S. Government.

j. Failure to identify annuities as fixed or variable. For
variable annuities, in which the filer may choose anobng vari ous
i nvestment options, the filer nmust report the specific investnent
portfolios, nmutual funds, or other investnents held in the account.

k. Failure to report the location (city and state) where renta
property is | ocated.



. Failure to report the nane and location (city and state) of
creditors.

m Failure to report the correct type of incone for incone-
produci ng assets. Filers often list IRA retirement fund, annuity,
i nsurance, etc. as types of incone. These are types of assets or
accounts. Types of income include dividends, interest, capital gains,
rent, salary, fees, etc.

TAKE NOTI CE! Mutual fund and ot her account nunbers, as well as Soci al
Security numbers, should not be disclosed. Even though the report is
confidential, Governnent officials who review the formdo not have a
need to know this information.



GUI DANCE FOR COVPLETI NG THE OCE 450

1. The OGE Form 450 report nust cover financial transactions for the
precedi ng 12 nonths and nust be current as of 30 Septenber 1997.

2. Part |, Assets and Inconme and Part |1, Liabilities: The filer
shoul d report any financial interests, sources of inconme, and
liabilities that the enpl oyee, spouse, and dependent children were

i nvol ved in during FY 1997, even if they were disposed of or otherw se
severed prior to 30 Septenber.

3. Part Ill, Qutside Positions; Part IV, Agreements and Arrangenents;
Part V, Gfts and Travel Reinmbursenents: The filer need not report the
outside positions or agreenents held by famly nenbers. However, gifts
and rei nbursenents to a spouse or dependent child nust be reported
(unless the gift or reinbursement is totally independent of the filer).

4. Al reported affiliations and financial interests nmust be clearly
and conpletely identified:

a. List all assets of a brokerage account (i.e., the individua
stocks, bonds, mutual funds, or unit investnment trusts held in the
account).

b. When listing mutual funds, report the specific funds rather
then the famly of funds (e.g., Fidelity Magellan not Fidelity or
Vanguard High Yield Fund not Vanguard).

c. Do not use acronyns and abbreviations--spell out each entry.

d. If not otherwise clear fromthe nane, identify the nature of
the affiliation or financial interests (e.g., "financial consulting,"
or "leasing of heavy road equi pnment").

e. Report all assets within an IRA, 401(k), Keough or sinmlar
accounts.

f. Variable annuities are conprised of one or nmore nmutual funds;
it is these individual funds that must be identified.

5. Finally, not every asset, liability, affiliation or gift nust be
reported. For exanple, instructions on the formindicate that a

nort gage on your personal residence need not be reported unless it is
being rented. Additionally, it is not necessary to disclose the

exi stence of, and incone from cash accounts in depository institutions
(banks, savings and | oans, and credit unions), noney market nutual
funds, or U S. CGovernment obligations and securities.

6. Filers should save a copy of their OGE Form 450 for |ater use. A
change to the JER will allow sone filers to use sinmplified reporting
procedures which require the filer to subnmt a copy of the previous OCGE
Form 450 for review.



